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 - Size estimate
 - History of computer use
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Records on
Certificate of Record

Destruction 

University
Department

Record Retention
Schedule

Consult with Records
Manager/Asst.

University Archivist 

No

Yes

Have
permanent
archival 
value?

Tue Mar 02 2021 14:46:30

Complete Certificate
of Record

Destruction 

End process

Request file manifest
from transferring

department

Transferring
department creates

file manifest

File manifest sent to
Archives 

Archives reviews file
manifest

Destroy records
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No

Yes

Transfer
files?

Archives follows up
with department to

transfer records

Department
transfers records

to Archives

Asst. University
Archivist creates
Accession record

Transfer files from
temporary storage to
Digital Collections or
other repositories  

Consideration on:
- Size
- Security 
- Privacy
- Immediacy 

Donor transfers files
to Archives

Appraisal of files by
Archives

Process Gap:
Long-term strategy for 
access, storage & preservation 

Replacement for BuckeyeBox


